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During the December 2005 Special Session the Legislature appropriated funds to the State of Montana Department of 
Administration to conduct a Facility Condition Assessment of K-12 Public School facilities.  The Architecture & 
Engineering Division of the Department of Administration is tasked with implementing this project and we have 
chosen to carry out this project in two phases: Phase 1 to be completed this summer and Phase 2 to be completed in FY 
2008. 
 
Phase 1 will consist of a brief web-based survey to be completed by each school district by September 15.  The survey 
will ask you to provide basic information on the school buildings in your district.  This information will be compiled 
and used as baseline data for the development of the Scope of Services for Phase 2, to be completed in FY2008. 
 
The Phase 2 will be significantly more comprehensive and will include further basic research, site visits, maintenance 
staff interviews, physical inspections, documentation, evaluation, etc. – the full scope of services to be developed in 
conjunction with the Legislative Finance Committee and other stakeholders after the completion of Phase 1. 
 
How to start the Phase 1 Survey: 
 
The website described in these instructions has been developed for you to access and complete the Phase 1 survey.  
You will find further instructions, contacts, and FAQ's to help you answer the survey questions by going directly to the 
survey website http://www.mtk12survey.com/.   In order to ensure that only one person in each district begins the 
process this web-survey is designed to initiate with each School Superintendent logging onto the survey website and 
following the instructions to designate a person who will be responsible for completing the survey for each school. 
 
We estimate this survey will take a day or less to research and complete for the average school district.  For your 
convenience, a blank survey form can be printed in advance and used to collect data prior to on-screen entry.  In 
addition, the online screen can be partially completed, automatically saved, and completed at a different time.  
Assistance with questions about the survey and suggestions about where to find readily available information about 
your buildings will be provided by the contacts listed on the survey website or on OPI’s School Facilities webpage. 
 
What is the Deadline? 
 
Your district’s response must be received by September 15, 2006. 
 
For this project to be successful your survey responses must be returned by September 15, 2006.  Make any delegation 
of responsibilities to complete this survey immediately, to provide your delegate with adequate time to respond. 
 
After September 15 we will compile all Phase 1 information, follow-up on missing or apparently erroneous data, and 
develop summary reports. The Architect and Engineering Division will provide an executive summary to the interim 
Legislative Finance Committee during their October 12-13, 2006 meeting. 
 
The next 10 pages of these instructions will provide an overview of the general function and procedure of the web 
survey. 
 
 

http://www.mtk12survey.com/


The first time you enter the survey website, and in subsequent log-ins you will be directed to this Home page: 
 

 
 
 
Superintendents:  Superintendents will be the first users to login to the system.  The first time Superintendents login 
the default values for your initial logins will be User ID = survey and Password = k12survey.  After initial login you 
will be prompted to create a unique ID and Password, which you will be required to use for all subsequent logins. 
  
For other users:  If you have been assigned as the person responsible for completing a survey you will have received 
an email entitled “School Assignment Notification” sent by the survey Administrator.  This email will contain your 
initial logins for User ID and Password.  You will be prompted to create a new Password upon initial login, which you 
will be required to use for all subsequent logins.” 
 
After login, click on Enter and you will be sent to the Introduction Screen.  The Introduction Screen will be the first 
screen that will allow you to view all links to the various sections of this website. 
 
 
 
 



After a successful Login, this is the Introduction Screen you will see: 
 

 
 
 
Superintendents:  The first order of work for Superintendents to get this project rolling within their school system will 
be to assign each school district within your jurisdiction to a person who will be responsible for completing the survey 
for that district.  You can access the Assign School System section in two ways, by clicking the hot link near the 
bottom of the introduction message or by selecting Assign School System from the sidebar menu. 
 
For other users:  If you have been assigned as the person responsible for completing a survey you should go directly 
to the Survey section.  You can access the Survey section in two ways, by clicking the hot link near the bottom of the 
introduction message or by selecting Survey from the sidebar menu.  Please notice that you have the ability to print a 
blank hardcopy of the survey form if you would like to collect data prior to on-screen entry, or if you are simply 
curious about the content of the survey and would like to take a look. 
 
 
 
 
 



Superintendents will be directed to this Assign School System screen: 
 

 
 
 
Superintendents:  In this section you will designate a person who will be responsible for completing the survey for 
each school within your jurisdiction.  In some systems the superintendent may be the person completing the survey, 
while in others the superintendent will designate a responsible person for this task.  If you have the same person 
responsible for multiple districts you will need to list them for each of those districts.  Please be sure you have assigned 
each and every district within your charge. 
 
Note that entering a user’s email address makes an assignment.  A notification email will be automatically sent to each 
person you have assigned a school.  If a user’s email address you have entered is not specific to the person to whom 
you are making this assignment, please personally notify the assigned individual and make them aware that a 
notification and login instructions are being sent to the email address you have entered. 
 
Unless you are completing a survey your task is essentially complete once you have made all assignments.  All 
subsequent reminders, notifications, and questions will be directed towards the person designated to complete the 
survey, with a copy sent to the Superintendent. 
 



If you have been assigned as the person responsible for completing a survey, this is the initial screen in the Survey: 
 

 
 
 
The survey will prompt the person entering the data to fill in their contact information, and choose a school to begin 
with.  If you have been assigned multiple schools you will have to complete a separate survey for each school. 
 
Upon selection of a school, click on Continue With Survey.  You will first be directed to a screen where you will enter 
general data about your school.  After that, you will be directed to a screen where you will enter basic data for each 
individual building within your school. 
 
 
 
 
 
 
 
 
 



This is the first page you will be directed to, and here you will enter general data about your school. 
 

 

 
 
 
Please complete all required fields for the schools included in your survey.  Please include all buildings in the total 
building count, including shared facilities.  And the square footage requested is “gross square footage”, measured to the 
outside of the exterior walls.  Enclosed walkways are to be included. 
 
Click Save Survey after entering data within this screen, then click, Continue to Building Information to continue the 
survey. 



This is the next page you will be directed to, and here you select each individual building to input: 
 

 
 
 
First thing to do here is to select a building.  In the general data section if you input you have 10 buildings you will see 
10 buildings listed in the drop-down list shown on this screen.  Initially each building will only be shown as a unique 
number, with no name assigned.  As you select a building and continue with the survey you will, in the next screen, be 
prompted to name the building.  When you come back to this page to select another building you will see the name you 
have assigned all previous entries, similar to as shown above. 
 
Once you have selected a building, click Building Survey (1 of 2) to continue the survey. 
 
 
 
 
 
 
 
 



This is the first screen of two screens you will complete for each building: 
 
 

 
 
 
This screen is continued on the next page, and comments on the bottom of this page will refer to the entire screen. 
 
Complete all required fields for each building. 
 
For the Building Name or Designation, use your common or official name for the building.  This will be retained when 
referring to this building in Phase 2. 
 
Please indicate all grades utilizing this building. 
 
Please indicate all schools utilizing this building.  Some buildings may be utilized by more than one school, so you will 
need to list all of them. 
 
Click Save Survey, before you move to a different screen.  To continue the survey for this building, click on Building 
Survey (2 of 2). 
 
 
 



 

 
 
 
 
 
 
 



This is the second screen of two screens you will complete for each building: 
 

 

 
 
 
Complete all required fields.  If you have utility meter(s) at the building you must enter the utility provider(s). 
 
Click Save Survey before you move to a different screen.  After all buildings are entered you will want to click on 
Completion Options to verify and submit your survey. 



 
 
This it the Completion screen: 
 

 
 
 
From this screen you will be able to view your survey in printed form, and print out a hard copy if desired. 
 
If you believe you are finished with you survey, click on Validate and Mark Survey Completed.  If any of the required 
fields are not completed, or data was input incorrectly the system will not allow the survey to be designated “complete” 
and you will be provided with error messages that should direct you to the pages in question.  Once all error messages 
are adequately addressed you will have to try again to validate and mark complete. 
 
 
This ends the Printable Instructions for this survey.  Thanks for taking the time to read these instructions and 
completing the survey. 


